DEPARTMENT OF THE NAVY

NAVAL AMPHIBIOUS BASE LITTLE CREEK
2600 TARAWA COURT SUITE 100
NORFOLK, VIRGINIA 23521-3297

IN REPLY REFER TO:

NAVPHIBASELCREEK/
REGPUBSAFETYINST 1330.1
NO1

10 FEB 2003

NAVPHIBASELCREEK/REGPUBSAFETY INSTRUCTION 1330.1

Subj: ELECTRONIC PROCESSING OF SPECIAL REQUEST CHITS

Ref: (a) OPNAVINST 11103.1 Series
(b) COMNAVREGMIDLANT/SOPA (ADMIN) HRINST 7431.1 Series

Encl: (1) Special Request Chit Routing Matrix
(2) Sample Print-out of Electronic Chit (NAVPERS Form 1336/3)
(3) sample Page 13 for Counseling on Financial Responsibility

1. Purpose. To promulgate enclosure (1) for the information of Naval
Amphibious Base Little Creek (NAVPHIBASE LCREEK)/Regional Public Safety
(REGPUBSAFETY) Staff.

2. Background. U.S. Navy Regulations specifically direct requests submitted
by Naval personnel are to be acted upon promptly and when addressed to higher
authority, forwarded without delay. The Special Request/Authorization
(NAVPERS 1336/3) is the most common means for Naval personnel to communicate
their requests to the chain of command. The timely and thorough
consideration of the requesfs of servicemembers entrusted to the leaders of
Navphibase Little Creek Staff and Regiconal Public Safety, Fire and Security
builds 'a confidence, morale, and ultimately, mission effectiveness. Requests
will be processed accordingly.

3. Policy. All special request chits are to be processed electronically
according to the procedures established by this notice. The time
requirements set are intended to be the maximum time required to answer the
request and return it to the member. Every effort shall be made to return
the chit with final approval/disapproval to the originator within three
working days. If a crewmember has not received a reply within these
guidelines, they may personally inform the Command Master Chief or Executive
Officer directly concerning the status of the request chit. The Commanding
Officer is the final disapproving authority for all request chits.

4. Procedures

a. All requests will be submitted through the individual’s chain of
command in accordance with enclosure (1). Beyond three working days, the
following chits will be processed using the following guidelines.

(1) Career Requests: Maximum seven working days after submission.
(2) Emergency Requests: An individual submitting a request of an
emergency nature should, when possible, hand carry the request through to the

final approval authority.

b. Enclosure (2) is a sample print-out of an electronic chit.
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5. Action. NAVPHIBASE LCREEK/REGPUBSAFETY Department Heads/Storefront
Managers and personnel under their cognizance shall:

a. Ensure compliance of enclosure (1).

b. On enclosure (1), “R” indicates recommendation authority, and “A”
indicates approval/disapproval authority.

c¢. For request chits of an urgent or emergency nature, ensure when
emailing the chit, the email message is “flagged” (click the red flag icon)
and the importance is given a “high priority” (click the “!” icon) on the
email prior to sending/routing through the chain of command.

6. Clarification. The following provides further clarification of requests
for Single Basic Allowance for Housing (BAH) and Basic Allowance for
Subsistence (BAS), also referred to as Commuted Rations (COMRATS).

a. For Single Basic Allowance for Housing (BAH):
(1) Reference (a) outlines specific guidelines.

(2) These chits must be chopped thru the chain of command AND
BILLETING OFFICER before they are sent to the XO for approval/disapproval.

(3) E-1s through E-4s MUST BE COUNSELLED (Page 13) on financial
responsibility prior to chit being routed. Enclosure (3) is an example of
the required Page 13 entry.

(4) When this type of chit is routed electronically, Department
Head/Storefront Manager should, in the text of the email, state the following
(or words to this effect):

"Member meets the requirements of OPNAVINST 11103.1 Series--and (if E-1
through E-4) has been counseled on financial responsibility via Page 13
entry."

(5) The Sailor requesting BAH should NOT pursue living out in town
UNTIL the chit is approved. Otherwise, if the chit is disapproved, he/she
may find himself/herself having to rescind on the lease requirements.

b. For Basic Allowance for Subsistance (BAS), also referred to as
Commuted Rations (COMRATS) :

(1) Reference (b) outlines specific guidelines.

(2) These chits must be chopped through the chain of command (with
the X0's recommendation) and then they are sent to the Food Service Officer
for approval/disapproval.
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6. Cancellation Contingency. This instrygtion shall remain in effect until

superceded by another notice of the

Distribution:
NAVPHIBASELCREEK/REGPUBSAFETYINST 5216.2P
List IA, IB (1, 1A, 2, 2A, 3, 3A only), IC, ID - Case A
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SPECIAL REQUEST/AUTHORIZATION {Press TAB to move through fields or use mouse) DO NOT PRESS ENTER
NAVPERS 1336/3 (Rev.9-75) (Press SHIFT+TAB to move back a field or use mouse}
SN 0106-LF-063-8633
PRIVACY ACT STATEMENT

The authority to request this information is contained in 5 USC 301, Departmental Regulations. The principal purpose of the information is to enable you to make known your desire for one of the four
ftams, listed or for some other special consideration or authorization. The information will be used to assist officials and employees of the Department of the Navy in determining your eligibility for and
approving or disapproving the special considerations or authorization being requested. Completion of the form is mandatory; failure to provide required information may resuitin delay in response to
or disapproval of your request

NAME (Last, First, middle initiel RATE SSN
SHIP OR STATION DATE OF REQUEST
DEPARTMENT/DIVISIONIWARD DUTY SECTION/GROUP
NATURE OF REQUEST
SPECIAL SPECIAL COMMUTED OTHER
[ Leave [ ReQuEesTt [J pay [ RATIONS O (Below)
NO. DAYS REQUEST | FROM (Date and time) TO (Dafe and time)
DISTANCE (Miles) MODE OF TRAVEL
O ar [ TRAN ] sus O car
LEAVE ADDRESS (Street, box or route no., City, State, Zip Code} TELEPHONE NUMBER
REASON FOR REQUEST
SIGNATURE OF APPLICANT:
AM ELIGIBLE AND OBLIGATE MYSELF TO PERFORM ALL DUTIES OF PERSON MAKING APPLICATION - DUTY STATION
SIGNATURE OF STANDBY
PERSONNEL OFFICE

EARNED LEAVE | DAYS AS OF: LEAVE THIS FISCAL YEAR DATE LAST PAID
RECOMMENDED APPROVAL SIGNATURE AND RANKIRATETITLEIDATE
] yes O wo

SIGNATURE AND RANK/RATETITLE/DATE
[ vyes [J wno

SIGNATURE AND RANKIRATETITLE/DATE
[ ves ] no

SIGNATURE AND RANKIRATEMTITLE/DATE
O ves 0 no

SIGNATURE AND RANKIRATETITLE/DATE
O ves [ wno

SIGNATURE AND RANKIRATE/TITLEIDATE
] ves 0 wo

SIGNATURE AND RANK/RATETITLE/DATE
O Yes [J no

SIGNATURE AND RANKIRATE/TITLEIDATE
[0 apprOVED [] DISAPPROVED

Enclosure (2)
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REASON FOR DISAPPROVAL

LOG OUT AND IN WITH OOD (When required)
OUT (Hour and date) INITIALS OOD IN (Hour and date) INITIALS 00D

To route request chit - Click on Fiie, Send to, Routing Recipient - then select the persons to forward to in order and make sure you send to each in
furn not all at once.
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SAMPLE PAGE 13 FOR SINGLE E1-E4 BAH REQUESTS

I
. : . have received counseling from
the Command Financial Specialist (CFS) regarding fiéincial
responsibility of members of the Department of the Navy.

Per MILPERSMAN'7000-O20, I fully understand that failure to pay
Just'debts orllpcurring debts beyond my ability to pay is evidence
of 1rresp0451bllity and may jeopardize my security clearance
sta?us, assignment, qualification for reenlistment or extension of
enlistment, and in aggravated circumstances, may become grounds
for disciplinary action or other than honorable discharge.

I understand that any and all debts I incur as a result of moving
from government quarters shall be my responsibility. I also
understand that Basic Allowance for Housing (BAH) is not
automatically authorized wupon receiving permission to vacate
government quarters. If the government housing utilization rate
is less than 95 percent and BAH is not authorized at the time of
vacating government quarters, I acknowledge that I must regquest to
be placed on a waiting list for authorization to receive BAH. BAH
is not normally retroactive unless special circumstances pertain.

I have completed a financial planning worksheet with the
assistance of the CFS and understand that this planning document
has been provided to me as a courtesy. I will not hold the
preparer liable for its contents, in part or whole.

Signature

Date

Enclosure (3)



